
Regent’s Park College Oxford  
 

 
Post 
 
Academic Administrator 
 
 
Regent’s Park College 

The University of Oxford comprises 38 Colleges and 6 Permanent Private Halls collectively 
associated with the academic departments and central offices. Regent’s Park College is the 
largest of the Permanent Private Halls with about 200 full-time students and 70 part-time 
students. These include approximately 115 undergraduates, 115 postgraduates, 25 
candidates on courses for Baptist ministry and a further 15 visiting students completing one 
to three terms in Oxford as part of their home degree. Undergraduates study on courses in 
the Humanities and Social Sciences; Postgraduates study on a wide range of courses. The  
College employs around 20 full-time staff and a number of part-time staff who provide the 
academic, administrative, and library resources for the College. 
 
The College occupies an historic site in Oxford on the corner of St. Giles and Pusey Street, 
an advantageously central location between the Ashmolean Museum and the University’s 
Radcliffe Observatory Quarter. Regent’s Park College is committed to academic excellence 
and has a reputation as a friendly and supportive community. 
 
For more information about the College visit www.rpc.ox.ac.uk.  
 
Overview of Role  

An experienced, knowledgeable and flexible person is sought to join the administrative team 
of the College. 
 
Job title  Academic Administrator 
Contract Full-time, permanent 
Salary £32,000 - £35,000 p.a., dependent upon experience 
Responsible to  Senior Tutor 
Liaison with  All members of college, staff in central University offices, faculties, 

departments, and other colleges, schools, current students  
 
The Academic Administrator is responsible for the administration of academic processes for 
all students in the College, as overseen by the Senior Tutor. They support undergraduate, 
postgraduate, visiting and ministerial students from enquiry, admissions, registration, and 
arrangements for their academic course through to examination results and graduation. 
They offer support to the Fellows and lecturers in their provision of the students’ academic 
courses, particularly the Senior Tutor, Admissions Tutor, Tutor for Graduates and Director of 
Visiting Students. They are supported in their role by two other part-time administrators who 
will hold specific areas of responsibility, (such as visiting students, ministerials and 
graduates), for whom they will act as the immediate line manager. 
 
The post is varied and challenging and the post-holder needs to be able to handle many 
different duties simultaneously, making sure routine requirements are dealt with accurately 
and efficiently, whilst also keeping an eye on the broader picture and possibilities for 
improvement.  
 
 

http://www.rpc.ox.ac.uk/


Duties and Responsibilities 
The duties of the post are subject to regular review as the role develops, but will include:  
 
Fellows and Tutors administration  

1. Managing undergraduate admissions, under the oversight of the Admissions Tutor, 
through the full application process, including organising the admissions interview 
week.  

1. Supporting the Senior Tutor in the provision of all academic aspects of 
undergraduate student life;  

2. Liaising with College Tutors to monitor provision of out-tutors, carrying out right to 
work checks as required and arranging payment of out-tutors using the University 
undergraduate reporting system.  

3. Supporting the Safeguarding lead especially in admissions week and for access and 
outreach events.  

4. Overseeing one or two part-time academic administrators who support the Tutor for 
Graduates in admissions and the provision of all academic aspects of graduate 
student life, The Tutorial Fellow for Pastoral Studies who oversees the ministerial 
formation programme and the Director of Visiting Students as well as taking on other 
aspects of academic administration. 

 
Student administration  

1. Responding to initial enquiries from prospective students and co-ordinating open 
days alongside the outreach officer;  

2. Providing administration for student admissions including induction and registration 
of all new students (including co-ordinating the freshers’ week timetable and freshers’ 
information, college and university contracts, university cards and other academic 
requirements), arrangement for their matriculation, and liaising as required with 
relevant university offices;  

3. Providing administration relating to students on course (including collections, 
progression, academic monitoring, suspensions, withdrawals, and so forth);  

4. Maintaining records on the status of all current students, liaising as required with the 
University and external bodies;  

5. Co-ordinating the production of student visa documentation and monitoring 
attendance as per Student Visa regulations;  

6. Co-ordinating the special arrangements necessary for University examinations and 
the recruitment of invigilators and use of the University Transcription Service;  

7. Providing administrative support for students with disabilities, acting as the College’s 
Disability Co-ordinator, working with the College’s Disability Lead. This will include:  

a) first-stage support for alternative examination arrangements;  
b) maintaining appropriate records with regard to aspects of the welfare of 

students. signposting students to those in College or elsewhere as 
appropriate;  

c) maintaining rigorous systems for managing sensitive data in co-operation with 
colleagues and in compliance with relevant data protection legislation and 
College and University policies;  

d) being the College’s designated liaison with the Disability Advisory Service, 
and College Doctor.  

 
 



Committee and secretarial work  

1. Preparing agendas and papers with the Senior Tutor and taking minutes for the 
Tutorial Committee.  

2. Preparing agendas and papers with the Tutor for Admissions and taking minutes for 
the Admissions Working Group.  

3. Preparing agendas and papers with the Senior Tutor and taking minutes for the 
Academic Board.  

4. Circulate agendas and papers, and take minutes for the Access and Outreach and 
General Purposes Committee,   

5. Attending University meetings: Academic Administrators, Admissions Officers, 
Disability forums, etc.  

 
Person specification and selection criteria  

Essential  
1. Graduate or equivalent qualification or experience.  

2. Excellent interpersonal, IT, and organisational skills, including the ability to balance 
demands from different areas.  

3. Excellent command of the English language (oral and written), and strong numerical 
skills.  

4. Ability to work unsupervised and to take initiative, and to work calmly under pressure 
and to meet deadlines.  

5. Ability to work co-operatively within a team, and with a flexible attitude towards 
duties.  

6. Ability to work with confidential information in appropriate ways, with due regard to 
Data Protection legislation and information security.  

7. Willing to work flexibly within the fluctuating demands of the University calendar.  
 
Desirable  

1. Experience of a University environment.  

2. Knowledge of Oxford Colleges and University system/s, undergraduate admissions in 
particular.  

3. Experience of servicing committees.  
 
Benefits  
There is a total of 25 days holiday a year, plus Bank Holidays.  3- 4 days are reserved to 
cover the Christmas/New Year closure. Holiday is not normally taken during term time. The 
May Bank holidays, falling during her time, are normally worked with days taken in lieu.  

Lunch is available free of charge on working weekdays.  

Contribution to superannuation will be made to the Oxford Staff Pension Scheme.  

The College provides a health cash plan for employees.  

As a University Card holder, there will other benefits available to you, including discounts in 
University shops; free entry to Oxford colleges, libraries, the Botanical Gardens and 
Harcourt Arboretum; discounted computer software from the University Computing Service; 
and access to free or discounted University training courses.  
 
 



Hours of Work  

Hours of work are 35 per week, normally Monday to Friday 9.00 am to 5.00 pm, not 
including a lunch hour (usually 12.30-1.30 pm). Flexibility is possible and can be discussed 
with the successful candidate. Any additional hours (i.e. to attend events outside of normal 
working hours) will be eligible for time off in lieu, in agreement with the line manager. 
 
Safeguarding 
As this role will be dealing with under 18’s, the successful candidate will require a 
satisfactory DBS check and safeguarding training. These will be arranged by the College.  
 
Application procedure 
Candidates should address a letter of application to Anthony Clarke, Senior Tutor, explaining 
how they meet the qualifications and criteria specified along with C.V. including the names of 
three referees (of which one should normally be from the present or immediate past 
employer). References will be taken up after a successful interview. Applications should be 
sent to my email or post to: Kristin Anderson, PA to the Principal-HR;  
principals.assistant@regents.ox.ac.uk, Regent’s Park College, Pusey Street, Oxford OX1 
2LB.   
 
Applications will be assessed as they come in and interviews will be arranged with suitable 
candidates. The post listing will close when an appointment is made. 
 
Equal Opportunities Statement 
Regent’s Park College is an equal opportunities employer. Subject to statutory provisions, 
no applicant or member of staff will be treated less favourably than another because of age, 
disability, gender reassignment, marriage or civil partnership, pregnancy or maternity, race, 
religion or belief, sex, or sexual orientation. Where suitably qualified individuals are 
available, selection committees will contain at least one member of each sex. For 
recruitment monitoring purposes we ask that an equal opportunities form be completed; this 
will be sent out on receipt of an application.  
 
Documentary proof of right to work in the UK  
The Immigration, Asylum and Nationality Act 2006 makes it a criminal offence for employers 
to employ someone who is not entitled to work in the UK. Applicants must provide proof of 
their right to work in the UK before employment can commence (e.g. passport, residence 
permit). The Home Office’s list of acceptable documentation can be found here. Do not include 
these documents with your application, they will be requested at the appropriate point in the 
selection process.  

Valid NI number 
Employees must have a valid national insurance (NI) number for payroll purposes and we 
request that a valid NI number is provided before commencing employment. If not currently 
in possession of a valid NI number, applicants should apply without delay to HMRC. For 
further information please see the HRMC website at 
http://www.hmrc.gov.uk/ni/intro/number.htm. 

Data Protection  
Regent’s Park College is committed to protecting the privacy and security of personal data. 
Our Staff Applicants Privacy Notice explains what personal data Regent’s Park College holds 
about applicants, how we use it internally, how we share it, how long we keep it and what your 
legal rights are in relation to it. 
 

mailto:principals.assistant@regents.ox.ac.uk
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/998170/6.7578_-_HO_-_PBS_Employers_Right_To_Work_Assets_V3.pdf
http://www.hmrc.gov.uk/ni/intro/number.htm
http://www.rpc.ox.ac.uk/wp-content/uploads/2018/05/Privacy-notice-Staff-applicants-v1.pdf

